
JPMorgan Chase – Monthly Cardholder/Company Statement 

You will need to run this report every month since this is considered your monthly statement from 
JPMorgan Chase. It shows your agency’s cardholders and their purchases/credits made during the billing 
perdiod.  

Log into JPMorgan Chase PaymentNet – https://www5.paymentnet.com 
Enter your Organization ID, User ID and Pass Phase 

 

Choose Reports > Create 
Choose Transaction in the drop down list 
Find and click on the Report Name Central Bill Reconciliation 

 

 

 

 

https://www5.paymentnet.com/


On the Report Detail Screen 

 In the Name field, enter a name you would like to name your report 

 Enter a Password and Confirm Password  
(this password will be used later to open the file – must be at least 6 characters long) 

 Click on the + to the right of the Criteria row  
o Enter the following Criteria – 

 Field = Post Date 
 Operation = Is Relative 
 Value = Last Period and ND Cycle 

 Click on the + to the right of the Hierarchy row  
o Hierarchy ID = Business Unit followed by space and P (e.g.; 11000 P) 
o Include Children box must be checked or your report will be blank 

 Click Save 

 Click Process Report 

 

You will be directed to the Available Downloads Screen 
Click Refresh until the Status is Successful 
Click on the Report Name 

 



Open the file.  

 

 

Double click on the file. 

 

 

Enter password. 

 



The pdf file will open. You can print and/or save the file. 

 

Steps to run the report the following month. 

When you need to run the saved report the following month, choose Reports > Create. 

Choose My Saved Reports in the drop-down list. Click on the Report Name. The criteria you entered 
when you set up the report was saved, just click Process Report. 
 

 


